-

Litplin v Saaafynacidiyd il . .

OFFICE OF THE SECRETARY OF STATE -
DEPARTMENT OF ARCHIVES AND HISTORY
RECORDS MANAGEMENT DIVISION

iNSTRUCTIONS See Publicatjon No. 76—RM—1 for instructions an completing this form. Forward signed driginal to
Dapartment of Archives and History, Records Management Division, 330 Capitol Avenue, Atianta Geor‘gla 30334
Attention: Scheduling Section.
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FOR AGENCY USE | 1. Agency Addrass : . FOR RECORDS MANAGEMENT USE
Apolication Cate Georgia Ports Authority ' Lo | Asplication Number
4/4/83 .| Administration Division = BI-3b9-A
" Appiicaticn Number Post Office Box. 2406 : ' o Data Aeceived Date Complated
99 Savannah,-Georgla 31402 | ) -APR,l 1 1983 [ MAY 10 1983
. 2. Parson to Contact : . - "~ Working Title o Telephona N_urnbar%

.
1]

- -

Carol Moseley o 7 L Admmlstrative Assistant @ = 964~ 3869

oy ey

3. Action Requested
3. _ Estaousn Retention Schedul:} racord will continue to accumulata
b. (O Dispose of presant sccumulation; no further accumulation anticipated.

¢. X Amend Application No. 81-369 . Chack Qne: X3 Change; (O Superceds: O Void , o
L4 D-tas ot Series | 5. Records Sarias Titls [followsd by title used in office; if different) - ‘

Zarliest Latest
1979 | To Date Employee Listing with Year-to-Date Earnings

f S. Division and Office Function  What is the function of the Division and the Offica in which this record saries is created?

The Director of Administration assists the Executive Director in the managerial functions

of the Georgia Ports Authority and is responsible for the operations of the Personnel :
Department, Training Department, Police Department, Special Investigations and Reproductlon/ _
Communications Department. Also is responsible for Claims Department/Safety Department. .
Maintains liaison with labor attorney arid keeps staff advised of any new labor laws and

acts, , .
7. Record Series Description  This file contains the followung documents (inc/ude form numbers and rit)es, ifany):
‘ “Attach sampies ‘of the file, ' S IR ‘ '
Documents reiating to: ~ Employees' earni_ngs
Inciuded are: Printout issued on monthly basis 1isting employee department number,
' social security number, name, job classification, classification date,
hourly rate, monthly earnings and year-to-date earnings. | :
b .
File is arranged: Chronologically
8. Monthly Raferenca Rats - How often are records referred to which are:

One o six months old 3 ; Seven to twelve months old 3 ; Thirteen to twenty-four months oid
twenty-five months and older__‘_’f_E.i_‘f—E._ ?

p—

" AR=50=71: Rev.78

9; Annual Rate of Accumulation of Rerards
Letter-size drawers . Legai-size drawers

: Other [specify) L binder/year




YES | NO | 10. Questionnaire  (Place an "X’ in the proper column) Y. »
- a. .Is this the afficial copy of the series? . ' T \a\ h
5 If not, whera is it? Gy a
< b. Qoes the series contain confidential information requiring security handling? 1f yes, cite law or regulat:on -
X ¢. Is thisa vutal record? !
pa d. Does this series have historical or 1ong_term research value? s
< e. When one or two documents in the fils make it necessary to keep the entire fﬂe for a long period, COuld these
- __documents be M_;g_p_a_atelv’ ,
il X 1 % lIsthe mfgrmg;.gn coptained iy this series ever qubl |:]1gd, ] yg;. anach cORY., _
g. i: the information contained in this series aver analyzed and/or recorded in a summarized report?
X _yes, atiach copy, !
h. |Is there a duplication of this series in your offnca or in another offlce or agency?
- X L If vas, where? - ]
X _{ i lsthis smmwmnmamfmz o -
X i Dmmmmwmm t 1s a computer printout. ,
11. Retention Requiraments ~ The foilowing requires the series to be kept:
a. State Law f years. . d. Audit period ' : years.
b, Statute of limitation . Years. e. Administrative need 4 years,
s Federallaw - e em¥@3TS, . f, Federal retantion instructions _ 2 years.

i

A Bt e A 4 ax

Attach copy or excerpt of laws or regulations. Explam administrative need. .
Changéd administrative need to 4 years rather than 2 in conjunction with Overtlme Listings;
if researched, one printout supports the other.,

29 CFR I602 31 = 2 years.

-dia

12

Anmoved Disposrtson |nstructions This agency racommends that the file series be cut oft at the end of each:
' : .~ Kl Calendar Year; O Fiscal ear; O Other _ ' : et then,

T Hold in the current files area monthis} 7aar{s}); then
3 Transfer to iocal holding area, hoid . 4 year(s); then

O Transfer to State Records Canter; hoid year(s); then

3@ Destroy.

3 Transfer to State Archives for permanent retention.

®§ Other (Specify)

NOTE: In the event a charge of discrimination ts ?iled, or an actton brought by
the EEO Commtssion or the U.S. Attorney General, these records must be
retalined until final disposition of the charge or action. .

Thess ihm‘uqticns apply to all prior and future accumuiations of the saries,

Agency Head/Oesignes (Signature) Date Fl,oé?as Management Officer (Signature} Date

Recommendations in para-

leZter looer (el 7 ot o

Stats Records Cammmac (Signature) ' Date

graph 12 are aporoved. State Auditor/Designes < W . 5493

(If disspproved, attach letter - B
of explanation.) cretary of State/Designee WW 573/47

s )
Attorney Genersi/Designee ,/.A/&M@-” o ~":f4‘z;?
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OFFICE OF THE SE&RET RY OF STAT
APPLICATION FOR RECORDS RETENTION SCHEDULE | OFFICE OF THE SECRETARY OF STATE
N e . RECORDSMAyAGEMENvogﬂgON
INSTRUCTIONS See Publication-No. 76—‘!M 1 for mstructlons on completmg this form, Forward signdd orlgmal to '
! Department of Archives and History, Reoords Management Division, 330 Capitol Avenue,. Atlanta Georgia, 30334, l
Attention: Schedulmg Sectuon ; f :
; FOR AGENCYUSE [ 1. Agency Address 7] FOR RECORDS MANAGEMENT USE
f*meﬂm"D“Q : Georgia Ports Authority ' [ Acplicatiog Number
! Administration Division '— 3(0 9
SN /5 ToV: S Bt AL e Y | LIT D0 7
; Apoiication Number Savannah ! Cg lo”xi 31402 : Date Recaived Date Completed
a eorgia
;f o1 | vevennen, Beorgla SRS TUL 141981 1 JUL 22 1961
: 2. Per3oR to Contact ‘ B e T Workmg T'tle . S 741:elephone Number T
~Charles E. Steed ﬁw.,““,W.ff,ATTTLATT.DineciotﬁoiﬂAdmjnistrailqn,,?"““*T__2§4:122li,#1250k}m

-

3. Action Requested ;
8. & Estapusn Retention SchEdule;trecord will continue to accumulate.
b. E] Dispose of present accumuiation; no further accumulation anticipated,

_¢ _— Amend ApplicationMNo._— . . . ____ Check One: [] Change; O Supercede; O Void . e
fa, Dates o of Serizs 5. Ree@tds Saeries Title (followed by title used in off/ce, if different)
Earliest Latest
1979 | To Date |  Employee Listing with_Year-To-Date Earnings _ L
[6 Dmsaon and Office Function What is the functlon of the Diws:on and the Office in which this record series is created?

- PP - T -

The Dtrec+or of Admtn:sfra+|on assists +he ExecuT:ve D\recTor in +he managerlai funcflons

of the Georgia Ports Authority and Is responsible for the operations of the Personnel
Department, Training Department, Police Department, Speclal Investigations and Reproduction/
Communications Department. Maintains liaison W|+h labor attorney and keeps staff advised

cf any new labor laws and acts.

7 _Iie;on' éef;.s_fb—e;cruption__ {T_h—;ﬁgix‘)htams the follo;m;mgzio;:;n_ents (mclude farm num‘b_e;s and t.'tles. if any}m—‘ T
Attach samples of the file,
Documents relating to: Employees' earnings
Included are: Printout issued on monthly basis tisting employee department number,
soclal security number, name, job description, classification date,
hourly rate, monthly. earnings and year-to-date earnings. '
File is arranged: Monthly
8. Monthly Referenca Rata  How often are records referred to which are: - T oo T
One to six months old ___ 3_ — .., Seven to twelve months old 2*..; Thirteen to twenty-four months otd 1 )
twenty-five months and older ___0 ?
3. Annual Rate of Accumulation of Renords ) o R )
Letter-size drawers - Legal-size drawers . _.; Shelves e Other (spac.'fy) ! Blnder/ Year

SA-50—71. Rev.76 ~ o i " {over)




S T A L
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L.} X | % Istheinformation cantained in thns;ene; ever. publ;shegi?___lf ves. anach copy,

AR 5071 AR 78

AL . e et e e e S e e e et = — o “:-;:_-f_.—...—.
ie_s [ NO ‘ __1_(_) Questsonnanra re_ (Place a an "X" in the proper column) e L T
Is this the official copy of the series? . \'L:
X P,Lnot.hw_giwut’ -

- . — _ ) e X
- A

b. Does the series oontalrf conf:dentlal mformatnon requmng secunty handlmg? 'f yes, cite law or regulation.

X_| _c. Isthisavital record? 7 R - , g

. . L3 1L [ T —

A e — U

e When one or two documents in the flle make |t necessary to keep the entire file for a long period, could these
1 X | _ documents be scheduled separately? . eiel e . L

— I RE e I s SR . e

g. Is the information contained in this series ever analyzed and/or recorded in a sumrnanzed report?

1 %} Mfves.attachcopy., e e e e e ]
h Is there a duplication of this series in your offlce orin another office or agency?

1 X | Mfves.where? various_duplications thrqughout the. Ports but not complete duplications.
_T;J_,_x | i, 1sthis series fora malor_partron of zt) regularly mucrofilmed’ e e e e e
_.at:,l . _L i. Does the recard series result in 4 complter orintout? 41\\.& |s LoOmpulen prm%em.‘L_ e
11. Retention Requirements f The following requires the series Yo be. kept:

a. State Law ~ e YBars, d. Audit period : years,

b. Sratute of limitation . .. _. ___ _vyears. " e, Administrative need —— 2 __years.

¢ Federallaw =~ 7 __... .. _years, f. Federal retention instrugtions .~ T . _years.

Attach copy or excerpt of laws or ragulations, Explain administrative need.; =~ | [
Oop g

Thls printout gives the gross monthly earnings per employee by depariment number, as wel |
'year-to-date earnings iS‘matnTarned for referehce when evaluaflng pay sfeps per
employee ete. T . A L — e e

e L T S e = e e e — S S ——

12. *Annroved Dlsposatnon Instructnons Thls agéncy recorn?mends that the f:le seraes be cut oft at the end of each o
[:l Calendar Year: ﬂ Fiscal Year O Other _.e.. e A . ,.,then, :

3 Hold in the current files area —month(s) ___. . _._ year(s); then
K] Transfer to loca! holding area, hold 2 ____year(s); then

3 Transfer to State Records Center; hold ... . .. yearls); then

X) Destroy.

{3 Transfer to State Archives for permanent retention.  °

0O Other {Specifyl '

e e T _..’.___-—‘.._Li_._-__.g_c,__ —_— T =

. - _ . R . _ P ! . t . . . . . - ce L
L. i L 1 N [ . i : i

These instructions apply to all prior and future accumuilations of the series. j

B e e — e e e R e e g g - et e e R L Ll 7 A o

Agency Head/Designee (Signature] | ~ Date r _(Signature) | Date
N S ‘ . 74.'?:/{_{“* 414/6.1/ N 70 I
; State Records Comm ee (Signature) Date

Recommendations in para- T T T 2 : ; - —_

graph 12 are approved. State Audltor/Des:gnee 7’ u ’ P , t
(If disapproved, attach letter b/ Y T

of explanation.} Sedfetary of Sta'fe_lp_e_s_!gnee

Attornev Generai/ Designee
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